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Objective:

Lay out:

Design:

Key Terms:

RWD SAP Navigation Course Registration Job Aid

This job aid was created by the Change Management IPT team to
assist you registering for the RWD SAP Navigation Course. This
course has been identified as a pre requisite to all training related to
the Core Financial roll out of IFM.

You will find detailed instructions, step by step to properly register
for the course. Below each step you will find an exact screen capture
with the areas that require your attention circled.

This Job Aid was designed so you could follow along as you
complete the steps on line.

There are four key terms you need to be aware of as you begin the
registration process. Please review the definitions below.

1) E-mail Address: You will be asked to enter into your e-mail
address. You MUST enter in your exact e-mail address in order to
successfully register for the course.

2) Password: You will have to make up a password and enter it
during the registration Password. Your Password will help identify
you should you decide to come back to complete the course.

3) Prepaid Voucher Number: This number will identify you as a
member of the NASA Dryden Flight Research Center user group
and is needed in order to gain access to the training.

4) Access Code: You will receive an Access Code via e-mail half way
through the registration procedure. You will need to enter your
Access Code at the end of the registration process in order to gain
access to the training.
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Step 1: Navigate to the RWD SAP Navigation Course website

* Go to the training website: http:/ /www.certification.net/rwdelearning
* You will see the following Screen:

a) Click “Welcome” as shown below.

/3 RWD eLearning Products - Microsoft Internet Explorer

J File Edit Wew Favorites Tools Help

J GBack + = - (D ﬁ| Qhsearch (Gl Favorites £ #History ||%v =] - 2D

Jngdress I@ itk v certification, net/rwdelearning)

a) Click Welcome

IENVENIDO BIENVENUE | BOA VINDA | WILLKOMMEN | YOukoso | X

RWD elearning Products

(D) rwo HomE [l cONTACT

For more information

For sales information, informaticn on Tuty
please contact RWD Tech

slease visil the RWD main site

or customization services,
5, Inc. 001.410.884.5001

l_ l_ |4 Tneernet
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Step 2: Register for the RWD SAP Navigation Course
» After clicking “IWelcome” on the previous screen you will be taken to the
screen below.
a) Enter your exact e-mail address as shown below. You MUST enter
in your exact complete e-mail address.
For example: Sherrie.L.Wood@nasa.gov

b) Click on the “Sign Up” button as shown below.

Note:
If you have already successfully completed the registration and you have your
Password, Prepaid Voucher and Access Code please go to Page 15.

/3 RWD e-Learning - Microsoft Internet Explorer =l
File Edit Wew Favortes Tools Help ﬁ
GBack + = v (D o3 | Qsearch [GFavorites fMeda &4 | By S =t - |
Address I@ hittpf v, certification. netfuppflogan/def ault, hitm j @Go | Links **

m Welcome to RWD Technologies, Inc. -
ERP e-Learning Products.
Logon help
- Do you want to register to take a course, sample a course, or look at our catalog?

Beturn to infisl page Enter your e-mail addrass and click "Sign Up!".

Important: You must Lse your own unicue e-mail address 1o register and you must 109 in using your-eicne ol

acldress o recei i

a) Enter your exact
Email Address | Sherrie Li\Wood@nasagov Complete e-mail

address

Sign Upl

b) Click “Sign Up!”

'ou a registered user?
Eniter your e-mail address and password and click *Login® 10 access the sie
or click " Change User Information” o update your profie.

Emal Aroress |

Passward I
Lagin |

Change User Information

Are you a registered user and do not remember your password ?
Entter your e-mail acdress and click "Send Passward”.

Ernall Address | x|
[& T [ |4 mternet
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Step 3: Enter/Change User Information
» After clicking on the “Sign Up!” button on the previous screen you will
be taken to the screen below.
a) Completely fill out your user information.
b) Click the “Submit” button when you have checked your answers
and determined they are correct.

3 T e Le i - PROrosalt Bnbeinet Enpharer E: = r-)
| D [db gew Fekss e e K
[ te -+ - @ [ 4| Dsowt Glroweres ooy | By b B - (1] & B

| Agidbess Iﬂlllpﬁftmmllmllr\'\mwuﬁh j o

m . Enter{Change User Information

dor Jeseph Jodel -\ a) Complete your user

information in the spaces

Lizegon help Plvgse o] G SORVT B 5 MeqUined mommanan and press fig “Submt hubon

provided

w* You may b Erveal Adedranes | Requirad
use your Firsl Mame: | Required
home or Lase] Mamiia: | Repivad
) sy Mama: | Rasqiiad

business it |

address Badet- | Requisd

mddeesslt; [ **You may use your
Ciby Aequisd

home or business phone
number

Elale FProvincs Asguisd

Counky, [Fleass meke o salscion =] Roqeised
Pozhl Cade Aaguired
Aren ! Counay Gode Fequred

Phens Mumba A uirsd

Paseword Aaguisd 4
Confem Patawon] Raguined

: Submit Cancel

b) Click “Submit” /
when you have

fllled Out the above WD Technologies, please visit cour web site http i rad com

information information, contaet RWD Technolngies, Ine.

£34-5001 or 338-RWD-TECH ext. 5001
TratningProduots@RWD com

00 by RWD Techuologies, Ine @ AL rights veserved.

‘@ Dane rr“ Inkernet

* By clicking the “Submit” button, the system will e-mail you a confirmation
e-mail.

* The subject line of the confirmation e-mail will be: “Certification.Net
Registration Confirmation”.
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Step 4: Receive Successfully Registered message.

» After you click “Submit” a small dialog box should pop up on your screen.

* The dialog box will look like this:
a) Click Ok

* If you have not completed the required information a different dialog box
will pop up on your screen. This box will clearly tell you what information

Microsoft Internet Explorer x|

& Cangratulations!

You have successfully registered with Certification.Met,

is missing and or wrong.
a) Click OK

* Go back and fill in the information that is missing and or wrong. Turn

back to page 5 and repeat step number 3.
 This dialog box will look like this:

Microsoft Internet Explorer

A\

"Enter | Change User Information' Form

(11 Yaur Email Address is invalid: Email address seems incorreck (check @ and 's)

(21 %our First Mame may not be left blank,

(3} Your Last Mame may not be left blank.

(41 Your Company Mame may not be left blank,

(51 Your Address may nok be left blank,

(6] Your City may nok be left blank,

(71 %our State [ Province may nok be left Blank,

(8} ‘You must select a country,

(91 Your Postal Code may not be left Blank,

(10 four AreafCountry Code may nok be left blank,

11} Your Phone Mumber may not be left blank.

(121 four Password must have at least 4 characters, and no more than 16 characters,
113} Your Confirmed Password must have at least 4 characters, and no more than 16 characters,

a) Click OK

Page 6 of 15
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In the dialog box above, the user would need to enter correct information
for items 1-13.

Once you go back to complete the missing and or incorrect information
click on the “Submit” button and refer to the top of this page.
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Step 5: Select the RWD SAP Navigation course

» After clicking “OK” on your Congratulations dialog box you will be taken

to the below screen.

a) Click on the drop down arrow and select “RWD 4.6 Navigation”

b) Click the “Submit” button.

3 RWD e-Learning - Microsoft Internet Explorer

J File Edit Wew Favorites Tools  Help

J ¢Back » = - ) ﬁ| {Qzearch (G Favarites £ #Histary ||%v = 290

J.ﬂ.gldress I@ itk i certification. net /uppflogon/default. htm

m Technical Requirements and Course Selection Page W
Logon help Please select a course and click the "Submit" button.

Return to initial page

FWD 4.6 Navigation

Technical Requirements:
« B00xE00 or greater (monitor resolution)
o Microsoft Intemet Explorer 5.0
o Shockwave plugin
o T-1 orfaster connection to internet
o 3Sound card {optional)

410-824-5001 or 8828-EWD-TECH ext. 5001
TrainingProducts@FEWD . com

Copyright @ 2000 by EWD Technologies, Inc ® All rights reserved.

ected

For more information on BWD Technologies, please visit cur web site httpfaranar vard com
For sales information, information on firtare offerings, or customization services please contact EWD Technologies, Ine.

a) Select “RWD 4.6
Navigation” from the drop
down list

b) Click “Submit” when
you have completed the
above 2 tasks

l_ l_ |4 Tnternet
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Step 6: Accept the License Agreement
- After clicking “Submit” on the previous screen you will be taken to the

Licensing Agreement screen (shown below).
a) Read and agree to the License Agreement and then click the

“I agree” button to continue.

el TS g aminng - MEproslt Inbemel Enplaece i
Ebs [ Yew Fyeawks: [aoe  fkip _
dagsd - = - D ) & Bsech EFeades ey |- O H 2B
Agibers [B] hitz: vmma colifcation el jupsfiogonidef o i

m Licanse Agreememnt

Lesgcd Farls TEFCETAMT: READ CARITULLY - Thi® BUE Teohnologiem, Ire. fl
|"Licanane™) courss, i=nsluding sny =Eimclaciona,

amcoaccacions, teXty, Quirzas, tet, iztacaccions,

zaziica, navigsticn ITcuctures, or slectoonic

ccumentabion |"Progran Capponents™| &afe aubjeckt to the

Lefmd ahd COpdItilons oI Chis agrosmeenl Legarding the FHE

4.6 Havigeoion Jovcse  (PProgras®| EY VIEWING,

IRATALLING, COFYIRG OF OTHERMTSE (IR TEE COIRAE OF ITS

COFFONENTA, VOl AGRTT TO OF NCIBMP TV TEL TEAHG ANHD

CONTITIONS OF THIS SOFTWARE LICINMSE AGRIINENT ("ILAY| -

Cwxmcy of Teome:
Cnly o lpdividual per 1Sgin <oz take Lhe Soulse
pEr WOUChEr 00 SOSdit caEd payment.
- Tou way 00T ATTERpL 0 dounlowd g downlosd copies =)

Jomaph Jockal s recid snd sgraas o e Diar e somanmsenl

LLOTET]

a) Click “I Agree” when
you have read and
agreed to the license

War bt v aot i, OIS Toehumobingii, pbideon il oo wosh i Kt e il oy
ok dibbi bt ad, s d o Forie o5 v, o S 13 Sl 1o diwitel Fhbie szt FWD T agreement
o | 02004 200 iy R WD TECH s 30001

T T
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Step 7: Select a Course Payment Method
» After clicking the “I Agree” button you will be taken to the Course Payment
screen (shown below).
a) Select the 1st option “Prepaid Voucher”
b) Click the “Submit” button to continue

/2 RWD e-Learning - Microsoft Internet Explorer =1
Fll= Edit Yew Favorites Tools Help ﬁ
aBack v = - @) 7t | Qsearch GelFavortes Elimedia % | By S = - 3
Address Iﬂj htkp: ffuna, certification.netfuppflogondefault. htm j @Gn | Links **

m Course Payment Page
lor Sherrie iood
Iotake the RWWD 4.6 Mavigation Course
Logon hely
Afiet ertering your credit card or woucher, you will receive an access code wia emal. The access code is unigue to
Return 1o iniial page wyau, and will only be used during this course registaion process.
Select Payment Hethod: . " .
) <« a) Click the “Prepaid
Prepaid WVoucher (& , .
Encryoed e O Voucher” option
Unencrynted Credit Card
For more informatinn on BWD Technologies, plesse visit onrweh site http i puwd com| b) Cl i Ck th e “ Su b ml t//
For sales information and information on other courses, products, and services: B
http oo ord comuiproducts servi s systemsiprodutsial comtent titles utton
Copyright @ 2000 by FWD Technologies, Inc.® All rights reserved.
& ,7 lili 4 Internet
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Step 8: Entering in the Prepaid Voucher

* You will be shown a screen that asks you to enter the Prepaid Voucher
number.

a) Enter in the space provided the following Prepaid Voucher.
b) Click the “Access Course” button to continue.

3 RWD e-Learning - Microsoft Internet Explorer - |E' |§|
File Edt Miew Favorites Tools Help
daBack v = - (D 7ot | Dizearch [GFavorkes Media oH | By S H - ]
Address Iﬂj htbp: ffna, certification. net fuppflogon/default.htm j @Gn | Links **
m Voucher Screen
for Andrew Rome
Io take the RWD 4.6 Mavigation Course . .
a) Enter in the Prepaid Voucher
Logon hel .
- number received from the RWD
PReturn to intial page < Ertter Waucher Number.INYJUHRMGDS ><— . . . . .
Navigation Course invitation e-
*fiour Access Code to take the course will be e-mailed to you. mal]_

b) After you have entered in the
Prepaid Voucher Number please

click “Access Course”

achnologies, please visit cur web site hitp S rad com
erings, or custormization services please contact WD Technologies, Ine.
410-884-5001 or 885-RWD-TECH ext. 5001

TrainingProducts@EWD.com

Copyright © 2000 by EWD Technologies, Ine @ A1 rights reserved.

]

T —

* When you click the “Access Course” button the system will e-mail you
your access code.
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Step 9: Enter Access Code

* The below screen will notify you that your Access Code has been emailed
to you at the e-mail address you entered previously.

* You must check for an email from “Certification.Net Customer Service.”
The subject line will be: “Access Code for SAP R/3 4.6 Navigation Course.”
This email contains the Access Code that you must enter in this screen.

* Open this e-mail to retrieve your Access Code.

« Save this email. You will need this code if you need to go back into the
course at a later time.

a) Enter your Access Code in the space provided
b) Click the “Submit” button to continue

** This should be
the e-mail address
3 RWD e-Learning - Microsoft Internet Explorer you preVIOUS

File Edt Miew Favorites Tools Help entered, This is
GmBack + = - (2 at | ‘@search  [FFavorites  FMedia O | By S =l - P
where your Access

Address Iﬂj hittp: S, certification. net juppflogonfdefault.htm
Code will be e-

m Enter Access Code ;
mailed

far Sherrie Wood
to take the RWD 4.6 Nawigation Course

Logon hely
“our Access Cods fo take the course has b@n sent to "sherrie. | wood@nasa.gov”, the e-mail addfss you
Fefurn o infisl pace provided during Registraiion. When you receied se enter the code into the "Access Codse and click the

“Submit" butian. You will then have three morths 1o take

Please remember that i may take a few minutes for the e-mail to reach you.

< Access Cooe| )
l

a) Enter your Access Code from K

the e-mail into this space

b) Click “Submit” after you have
typed your Access Code into the
space provided

For more information on RWD Technologies, plaass visit
For sales information, information on fituwre offerings, or customization se
410-884-5001 or 885-RWD-TECH ext. 5001

TrainingProducts@RWD.com

Copyright © 2000 by EWD Technologies, Ine @ A1 rights reserved.

|2:| Done ’7 ’7 ’7 " Inkernet
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Congratulations! You have now reached the course and may begin.

This is the opening screen to the course. It is heavily recommended that you
start with the “pre-work” and work through the course material in order.

a 4.6 Navigation Course - Microsoft Internet Explorer _ |5' |1|

J File Edit Wew Favorites Tools  Help ﬁ
J GaBack - = - @) ﬁ| {Qzearch (G Favarites & #Histary ||%v = 29

Jngldress I@ itk ey certification. netfupprwd4snaycontent/globalfdef aulk ktr J f?Go |JL|nks _JEmall this

m My Home

Infroduction
Objectives
My Homs §| Pretest
jl| Chapter 1 Table of Contents
hapter 3 Chapter 1 Infrociuction o SAP gx
Huidpaals Chapter 2 Access and Exit SAP gx
| Chapter 5§
Chapter 2 Create User Preferences 0%
CI’IGDIBF -] _L - 0%
Chaptar 7 Chapter 4 Begin Tasks Using the SAP Easy Access Screen gx
Ehacier S Chapter & Performn Tasks Lising Transaciions gx
|| Chapter 9 view
I Chapter & Get Wiork Done in AP 0%
. Course 0%
Resources Materia Is Chapter 7 Eriter Data into Fields 0%
Fost Test 024
b Chapter & Lse SAP Help gx
‘ ACK Chapter 9 Use Display Transaciions and Repors gx
sz Chapter 10 Advanced Skills 0%
0%
Exit Legend for Pre / Post Test Scores
course Pretest color Post-Test color Passing color
| | |
Test & PostTest
Certif Basic Practical T_est
b4 Advanced Practical Test
|@ l_ l_ |° Internet
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» If you are already a registered user (have completed the previous steps and
have your Password, Prepaid Voucher and Access Code) go to section
labeled 1 on the screen shot below.

a) Enter your email address
b) Enter your Password
c) Click “Login”

/3 RWD e-Learning - Microsoft Internet Explorer _(&x]

Elle Edit “ew Favorites Tools Help |

Back + = - a1 ‘ Phsearch  [EFavorites {fMedis % ‘ B S A - 2

Address [{&] http e certification. net/upp/logondsfaul. htm | @ |Links e
m Welcome to RWD Technologies, Inc. =
ERP e-Learning Products.
Logon helpy

) Do you want to register to take a course, sample a course, or look at our catalog?
Beturn to inial nage Enter your e-mail address and click "Sign Up!".

Important: You must use your own unigue e-mail address 1o register and you must lag in using your unigue e-mai
arldress to receive credit for any tests tsken

Ermall Aciress |

Sign Upl |

SeCtiOn I Are you a registered user?

Ertter your e-mail address and passward and click "Login® o access he ste
or click "Change Lssklaty

Email Addlress ISherrie Li%ood@nasa.gov

b) Enter your
Password into this

a) Enter your e-mail
address into this

space
Change UMn |

Are you a registered user and do not remember your passward? C) Click ”Login' " to
Ertter your e-mail address and click "Send Password”. .
continue

Ertiail Adrress I x|
|&] bone 0 Internet

space
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* You will be taken to the below screen
a) Click on the drop down arrow and select RWD 4.6 Navigation

b) Check that you already have your Access Code for the selected course
c) Click “Submit”

/3 RWD e-Learning - Microsoft Internet Explorer : =181 x]

J File Edit ‘Wiew Favorites Tools Help ﬁ

J ¢Back + = - £ ﬁ| iQiSearch [ Favorites & #History ||%v =] - 29

Jngdress I@ itk fuan  certification . net fuppflogon/def ault, htm j @Go |JLinks _ﬁEmaiI this
m Technical Requirements and Course Selection Page m
Logon help Please select a course and click the "Submit" button.

a) Click on the drop down

Retumn to initial page -
— Click here to selecta Course — <4— arrow and select RWD 4.6
Navigation

Iready have my access code for the selected
ourse and | am ready to enter it now.

e

c) Click “Submit” to
let the system know .
continue

you ah‘eady have an equirements:

access code GO0 or greater (monitor resolution)
soft Intemet Explorer 5.0

kwizrve plugin

s T-1 or faster connection to internet

s Sound card (optional)

b) Check the box to

For more information on BWD Technologies, please visit our web site hitp-fhananer vard com
For sales information, information on fuhire offerings, or eustomization services please contact RWD Technologies, Inc.
410-834-5001 or 832-FWD-TECH ext. 5001
TramingPraductsi@EWD . com

Copyright © 2000 by EWD Technologies, Inc ® Al rights reserved. ;I

|&] pone ’_’_|0 Internet

* Most likely your computer will have “remembered” the Access Code for you
(using “cookies”) and you will not need to enter it again. You will be taken
directly to the course.

» If you are asked for your Access Code again, simply open that email you
received from Certification.Net Customer Service and enter in your Access
Code. You will be able to pick up where you left off.
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